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SUBJECT: Addressing of Memoranda to the Department of Defense

REFERENCES $

LI 42-200-1 (para. 4.d.)
LN 42-100-1 |

N 42-100- | : :
hloo & - STATINTL

1. Supplementing the above references and in accor,
the provisions of Chapter II, paragraph 34 (page 20) of STATINTL

a continuous

1ine address will be used when preparing m

the Department of Defense 1n place of the block style of addressing
previously used. Room numbers, buildings and cities will not bte in-
cluded as a part of the memcorandum address, but should appear on the
envelopes (except where envelopes are not required as indicated in

LI 42-200-1).

2. Examples of prescribed addressing follow:

MEMORANDUM FOR: Chief of Staff, Department of the Army

MEMORANDUM FOR: Chief, Bureau of Supplies and Accounts,

Department of the Navy

MEMORANDUM FOR: Director of Transportation, Traffic Division,

Movements Branch, Headquarters, USAF

3. Preprinted form letters on hand may be used, but changes

should be made when reordering.
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